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EXPERT ELECTRICAL SUPPLIES
JOB DESCRIPTION
	POST TITLE:
	Internal Sales.


	RESPONSIBLE TO:
	Directors.


	SALARY:
	Negotiable. Dependent on experience and extent to which the Person Specification is met.


	PLACE OF WORK:
	Expert Electrical Supplies Ltd, Unit 4A Buckley Rd Ind Est, Rochdale, OL12 9EF.


	HOURS OF WORK:
	Full time: 8:00 – 17:00. Monday to Thursday & Friday 8:00 – 16:00.


	AIM OF JOB:
	Maximize sales by providing excellent customer service via calls, e-mails and the trade counter. Manage stock: purchase and price for re-sale.



MAIN DUTIES AND RESPONSIBILITIES
· Deal with customer enquires (calls and e-mails) efficiently and professionally.
· Serve customers on the Trade Counter efficiently and professionally.
· Provide technical advice, guidance and support to existing and potential customers.
· Produce quotations in an accurate and timely manner.
· Process Sales Orders for internet and offline orders.
· Develop and maintain effective working relationships with manufactures and customers.

· Purchase stock from manufacturers and price for resale (as appropriate) in line with company guidelines.

· Be responsible for improving your performance by participating in the Performance Appraisal process with your manager.

· Carry out such other duties which are consistent with the nature, responsibilities and salary of the post.
NOTES
This job description records the principal responsibilities of the job at the date shown. The job description will be updated from time to time in-conjunction with the post holder to reflect changes.
STANDARDS OF PERFORMANCE

Our Standards of Performance are:

Enabling Change and Improvement

Taking responsibility to solve problems, implement change and make improvements to our services.
Developing Yourself and Others

Developing yourself and others to succeed and increase their contribution to Expert Electrical.
Service Delivery

Delivering excellent customer service every time.
PERSON SPECIFICATION 

	
	Experience, Knowledge, Skills
and Qualities Required
	Essential/ Desirable
	Method of Assessment

	1.0

1.1

1.2

1.3

1.4

1.5

1.6
	Experience:

Experience in working within an electrical wholesale environment

Experience of providing technical advice to customers.

Experience of using Sales Order Processing IT system e.g. OGL.
Experience of dealing with Electrical Contractors and Panel Builders.

Experience of purchasing from manufacturers. 

Experience of pricing items for sales.
	Essential

Essential

Desirable

Desirable
Essential

Essential


	Application form/

Interview
Application form/

Interview



	2.0
2.1
	Knowledge:

Knowledgeable in dealing with technical enquires relating to cable, lighting, control gear and circuit protection.
	Essential 

	Application form/

Interview

	3.0

3.1
3.2
3.3
3.4
3.5
3.6
3.7
3.8

	General Skills and Qualities:

Excellent customer service and communication via e-mail, on the phone and face-to-face.

Hard working with a “can do” approach.

Ability to solve problems and to think creatively.

Open to change and willing to learn.

Manages own workload.

Shows and uses initiative.

Pays attention to detail and ensures standards are maintained.

Has achieved a good attendance record and is committed to achieving a good attendance record.
	Essential
Essential

Essential

Essential

Essential

Essential

Essential

Essential


	Application form/

Interview
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